


Online Business Account - How to grant your mailing house access 


Go to the Administration tab and click on 
Agents. 


Select the account that you want to give 
access to. 


If you already have other mailing agents or 


3rd party suppliers allocated to your 
account their details will be displayed. 


Click on New to add a new agent. 


Enter their Posting Location Number and 
click Update‘. 


Check that the address details shown are 
right for your agent. If not, you may have 
been given the wrong Posting Location 
Number. 


Youll need to set a date range during 
which your agent will be able to post on 
your behalf. 


If you want them to see pricing 
Information on the order, click on the 
‘Show Prices tick box and then ‘Save. 


A message will appear: 


'R1(S):Relationship was transferred’. 
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This means that the mailing house or 3rd party now has access to post on your behalf for the specified 


dates. 


Repeat this process again if you want to add the mailing house or 3rd party to other accounts. 


Online Business Account - How to grant your mailing house access - 04/01/18 








